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Introduction 


Welcome  to  the  Office  of  Consumer  Affairs  and  Business  Regulation  (OCA)! 

This  employee  manual  provides  a  summary  of  the  major  benefit  programs  and  policies  for  employees 
within  the  various  OCA  agencies.  Although  it  was  designed  primarily  for  the  new  employee,  it  should 
be  beneficial  to  our  current  employees  as  well. 

The  manual  is  organized  into  two  major  sections.  The  first  section  is  a  summary  of  major  employee 
benefit  programs  such  as  insurance,  retirement,  and  holidays..  The  fourth  section  details  important 
statewide  policies  which  pertain  to  most  state  employees  such  as  sexual  harassment,  ethics,  and  civil 
service.  If  you  would  like  more  detailed  information  on  a  topic,  we  have  included  various  reference 
sources  after  each  topic. 

We  hope  that  this  valuable  source  of  information,  now  available  at  your  fingertips,  will  help  you  find 
answers  to  your  most  frequently  asked  questions  quickly  and  effortlessly.  However,  we  must  caution 
you  that  this  manual  is  not  the  definitive  source  of  answers  to  how  the  Commonwealth  and  OCA  operate. 
Because  of  the  myriad  of  rules,  regulations,  policies,  procedures  and  bulletins  governing  state 
employees,  it  is  virtually  impossible  to  adequately  cover  every  subject.  When  these  guidelines  conflict 
with  existing  contractual  agreements,  such  contractual  agreements  shall  prevail. 

As  policies  and  procedures  change  in  the  future,  we  will  issue  amendments  that  you  can  insert  into  your 
manual.  We  hope  to  keep  this  information  as  up-to-date  as  possible,  so  that  both  current  employees  and 
new  employees  to  the  state  will  benefit  from  this  central  source  of  information. 

We  hope  you  find  this  manual  useful  and  encourage  any  comments/suggestions  to  improve  it  in  the 
future. 
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DIRECTOR  Y  OF  CONTA  CTS 


AGENCY  LIAISON 

PAYROLL  REPRESENTATIVE 

PERSONNEL  ANALYST 

ABCC 

Janet  DeCarlo 

Carolyn  Benson 

George  Krauskopf 

BANKS 

William  Hubbard 

Beverley  Ashby 

Kerry  McGonagle 

INSURANCE 

Mary  Carroll 

Margaret  Lau 

Kerry  McGonagle 

STANDARDS 

Mary  Deyoung 

Carolyn  Benson 

George  Krauskopf 

DPU 

Gail  Soares 

Margaret  Lau 

George  Krauskopf 

MED 

Jane  Savery 

Carolyn  Benson 

Kerry  McGonagle 

REG 

Craig  Chamberlain 

Carolyn  Benson 

George  Krauskopf 

RACING 

Rich  Mudarri 

Barbara  Nealon 

George  Krauskopf 

FOR  ASSISTANCE ... 

For  benefits  and  payroll  information  (sections  I  &  II  of  this  manual): 

Consult  your  Payroll  Representative  listed  above  for  benefits  and  payroll  information  or  changes. 
You  may  also  contact  your  Agency  Liaison  for  assistance. 

For  leave  and  other  general  employee  information  (sections  III  &  IV  of  this  manual): 

Discussions  regarding  leave  and  other  general  employee  information  should  begin  with  your 
Agency.  Consult  either  your  Agency  Liaison  or  your  ASU  Personnel  Analyst,  both  listed  above, 
who  can  provide  information  and  process  any  approvals  required. 


PHONE  LIST 


Payroll  Representatives 

Carolyn  Benson 573-7302 

Margaret  Lau 573-7315 


Personnel  Analysts 

Kerry  McGonagle 573-7317 

George  Krauskopf. 573-7314 
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Insurance 
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The  Commonwealth  provides  through  the  Group  Insurance  Commission  and  some  union  plans  a 
program  of  group  life,  health  and  long-term  disability  insurance  coverage  for  state  employees.  An 
employee  may  elect  to  carry  only  life  insurance,  but  must  carry  Basic  Life  Insurance  in  order  to  be 
eligible  for  Optional  Life  Insurance  or  health  insurance. 

Employees  are  eligible  to  participate  in  any  or  all  of  the  available  insurance  coverages  on  the  first  day  of 
the  month  following  60  days  or  two  calendar  months  of  employment,  whichever  is  less. 


Date  of  Employment 

Coverage  Begins  On 

Date  of  Employment 

Coverage  Begins  On 

January  2  to  February  1 

April  1 

July  4  to  August  2 

October  1 

February  2  to  March  2 

May  1 

August  3  to  September  2 

November  1 

March  3  to  April  2 

June  1 

September  3  to  October  2 

December  1 

April  3  to  May  2 

July  1 

October  3  to  November  2 

January  1 

May  3  to  June  2 

August  1 

November  3  to  December  3 

February  1 

June  3  to  July  3 

September  1 

December  4  to  January  1 

March  1 

Deductions  generally  begin  the  month  before  the  effective  date  of  coverage.  Employees  who  do  not 
enroll  in  Optional  Life  Insurance  when  first  hired  must  wait  one  year  and  provide  medical  evidence  of 
insurability  to  enroll  in  Optional  Life.  Employees  who  do  not  enroll  in  long  term  disability  insurance 
when  first  hired  must  provide  medical  evidence  of  insurability  before  enrolling  in  the  long  term  disability 
plan. 

Family  status  changes  can  be  processed  at  any  point  during  the  year.  Transfers  of  health  insurance 
coverage  from  one  plan  to  another  may  be  made  effective  July  1  of  each  year.  Forms  for  such  transfers 
must  be  filed  during  the  annual  enrollment  period,  usually  during  part  of  April  and  May.  Employees 
may  obtain  forms  by  contacting  their  ASU  Payroll  Representative. 

Life  Insurance 

Basic  Life  Insurance  provides  $5,000  life  insurance  coverage.  The  Commonwealth  contributes  85%  of 
the  premium  for  this  basic  coverage.  Optional  Life  Insurance,  for  which  the  employee  pays  the  full  cost, 
is  available  in  thousand  dollar  increments.  The  maximum  allowable  amount  of  such  Optional  Life 
Insurance  is  eight  times  the  employee's  annual  salary.  For  more  specific  information,  contact  your  ASU 
Payroll  Representative. 

Health  Insurance 

Both  family  and  individual  coverage  are  available  to  employees,  with  the  Commonwealth  currently 
contributing  85%  of  the  premium.  Employees  may  choose  from  four  major  options  in  health  insurance 
coverage  below: 

•     The  State  Hancock  Plan  is  an  indemnity  plan,  which  means  it  reimburses  the  employee  or  the 
employee's  provider  for  covered  health  care  expenses.   As  a  member  of  the  plan,  employees 
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are  free  to  choose  any  licensed  doctor,  hospital  or  other  health  care  provider,  but  certain 
providers  are  covered  at  a  higher  benefit.  Members  must  call  the  plan  before  any  hospital 
admission  (including  maternity  admissions),  certain  outpatient  procedures  and  other  services 
such  as  home  health  care. 

•  The  State  Hancock  Plan  Plus  is  a  new  choice  option  that  offers  the  same  benefits  as  the  State 
Hancock  Plan  at  a  lower  premium.  Members  using  physicians  and  hospitals  listed  in  the  Plus 
Directory  receive  maximum  benefits,  no  balance  billing  and  no  notification  requirements. 

•  Health  Maintenance  Organizations,  which  emphasize  preventive  health  care,  are  an 
alternative  to  traditional  insurance  coverage.  HMOs  provide  or  arrange  for  doctor's  care  and 
hospitalization  for  their  members.  HMOs  help  control  cost,  for  example,  by  delivering  care 
in  less  expensive  settings,  where  medically  appropriate.  The  Commonwealth  currently  offers 
10  different  HMOs  to  its  employees. 

•  The  Commonwealth  PPO  includes  features  of  both  an  indemnity  plan  and  an  HMO.  As  a 
member,  employees  can  receive  care  through  a  network  of  health  care  providers  throughout 
Massachusetts.  Care  received  from  a  network  provider  is  paid  at  a  higher  level  of  benefits 
than  care  from  an  out-of-network  provider,  so  it  costs  members  less  in  out-of-pocket 
expenses. 

Employees  may  extend  their  health  insurance  coverage  under  a  family  plan  to  include  children  under  the 
age  of  19.  Dependents,  aged  19  and  over,  who  are  full-time  students,  must  complete  the  full-time 
student  "statement  of  verification"  form  in  order  to  extend  coverage  under  their  parents'  family  plan. 

Dental  and  vision  benefits  for  most  employees  are  provided  by  union  plans  and  the  Group  Insurance 
Commission's  dental  and  vision  plan  for  managers  and  confidential  employees.  For  specific  information 
about  options,  please  contact  your  ASU  Payroll  Representative. 

Long  Term  Disability 

Long  term  disability  coverage  pays  employees  up  to  50%  of  their  base  salary  should  they  become  unable 
to  work  due  to  a  medically  verifiable  disability.  Benefits  begin  after  90  days  of  the  disability.  Monthly 
benefits  are  reduced  by  income  from  other  sources,  such  as  social  security,  worker's  compensation, 
pension,  sick  leave,  and  others. 

Further  information  about  each  of  the  various  insurance  plans  offered  by  the  Commonwealth  may  be 
obtained  from  your  ASU  Payroll  Representative. 


Retirement 


State  employees  are  not  covered  by  Social  Security.  However,  employees  are  required  to 
participate  in  the  Commonwealth's  Contributory  Retirement  System.  The  only  exception  to  this  is  if  the 
employee  is  an  elected  or  appointed  official  or  if  the  employee  became  employed  with  the 
Commonwealth  after  the  age  of  65.  Any  employee  whc  began  state  service  after  July  1,  1996  has  9%  of 
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gross  pay  per  week  deducted  for  retirement.  In  addition,  the  Pension  Reform  Act  mandates  that  an 
additional  2%  be  deducted  for  retirement  from  all  employees  for  that  portion  of  their  annual  salary  which 
is  greater  than  $30,000  and  who  entered  public  service  on  or  after  January  1,  1979. 

For  more  information,  contact  your  Payroll  Representative  or  the  Board  of  Retirement  at  367-7770  or  1- 
800-392-6014. 


Deferred  Compensation  Program 


M 


The  Deferred  Compensation  Program  allows  employees  to  defer  receipt  of  a  certain  amount 
of  each  year's  gross  annual  income  and  thereby  defer  payment  of  state  and  federal  taxes  on  this  amount. 
The  maximum  contribution  allowed  is  $7,500  per  year. 

Additional  information  about  the  plan  can  be  obtained  from  the  Copeland  Companies,  the  state's 
designated  Plan  Coordinator  by  calling  (800)  799-MASS. 


Dependent  Care  Assistance  Program 


The  Dependent  Care  Assistance  Program  (DCAP)  helps  to  lower  child  or  elder  care  expenses. 
DCAP  allows  employees  to  set  aside  an  amount  up  to  $5,000  per  year  on  a  pre-tax  basis,  to  pay  for  child 
care,  elder  care  or  other  dependent  care  expenses. 

Eligibility  in  this  program  depends  upon  the  following: 

•  The  employee  must  have  either  a  dependent  child(ren)  under  the  age  of  13,  or  a  spouse  or 
dependent  who  is  incapable  of  self  care  and  who  resides  with  the  employee  at  least  eight 
hours  a  day. 

•  Dependent  care  must  enable  the  employee,  or  the  employee  and  employee's  spouse,  to  be 
employed. 

The  child  care  provider  is  required  to  have  a  federal  taxpayer  identification  number  in  order  to  claim 
exclusion  for  employer-provided  dependent  care  assistance  benefits  or  the  dependent  care  credit.  For 
additional  information,  please  contact  Flynn  Employee  Benefits,  Inc.,  the  State's  designated  plan 
coordinator  at  (617)  242-1200. 
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Tuition  Remission 


Employees  of  the  Office  of  Consumer  Affairs  and  Business  Regulation  who  are  managers  or 
who  are  covered  by  collective  bargaining  agreements  and  their  spouses  are  eligible  to  participate  in  the 
tuition  remission  program.  This  program  allows  eligible  employees  to  attend  courses  leading  toward  an 
undergraduate  or  graduate  degree  at  a  Massachusetts  public  community  college,  state  college  or  state 
university.  The  tuition  remission  program  may  be  used  at  all  public  institutions  of  higher  education  in 
the  Commonwealth  except  the  Medical  Center  at  Worcester.  This  benefit  provides  100%  remission  of 
tuition  in  regular  state  supported  courses  and  50%  remission  for  courses  offered  under  Continuing 
Education  programs.  Tuition  remission  does  not  cover  any  other  fees  (i.e.  academic  fees,  books,  etc). 

Tuition  remission  is  available  to  full  time  employees  and  their  spouses  in  accordance  with  the  following 
guidelines: 

•  Tuition  remission  is  available  to  employees  who  meet  the  six  month  full-time  service 
requirement  with  the  Commonwealth  and  are  currently  full-time  employees. 

•  It  is  provided  to  the  individual  employee  and  to  spouses  of  full-time  employees. 

•  Certificates  of  attendance,  course  completion  and  course  withdrawal  forms  are  not  required  as 
employees  utilize  this  benefit  on  their  own  time. 

•  Employees  must  apply  for  admission  and  meet  all  regular  admissions  standards  and  criteria 
for  the  desired  course/program  they  wish  to  attend. 

•  Admission  to  all  programs  is  on  a  space  available  basis. 

•  Because  most  programs  of  continuing  education  at  community  colleges,  state  colleges  and 
universities  are  self-sustaining,  each  local  campus  administration  reserves  the  right  to  cancel 
any  continuing  education  course  in  which  a  minimum  number  of  full  tuition-paying  students 
has  not  enrolled. 

Under  these  guidelines,  eligible  employees  have  a  right  to  use  this  benefit  on  their  own  time  and  at  no 
cost  to  the  agency.  Tuition  remission  forms  and  additional  information  may  be  obtained  from  your  ASU 
liaison  or  your  ASU  Payroll  Representative. 
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Holidays 
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The  following  holidays  are  observed  by  the  Commonwealth  of  Massachusetts: 


New  Year's  Day  (January  1) 

Martin  Luther  King  Day  (third  Monday  in  January) 

President's  Day  (third  Monday  in  February) 

Patriot's  Day  (third  Monday  in  April) 

Memorial  Day  (last  Monday  in  May) 

Independence  Day  (July  4) 

Labor  Day  (first  Monday  in  September) 

Columbus  Day  (second  Monday  in  October) 

Veteran's  Day  (November  11) 

Thanksgiving  Day  (fourth  Thursday  in  November) 

Christmas  Day  (December  25) 


In  addition,  the  following  holidays  are  observed  in  Suffolk  County: 

•  Evacuation  Day  (March  1 7) 

•  Bunker  Hill  Day  (June  17) 

Legal  holidays  that  fall  on  a  Saturday  shall  be  observed  on  that  day.  All  offices  under  the  jurisdiction  of 
any  department  of  state  government  shall  be  open  to  the  public  for  business  on  the  Friday  preceding  any 
Saturday  holiday.  However,  as  many  employees  as  possible  should  be  given  that  Friday  off.  Employees 
assigned  to  work  shall  be  given  an  additional  day  off  as  the  law  and  applicable  collective  bargaining 
agreements  allow.  Whenever  possible  the  following  Monday  should  be  used  as  the  alternative  day  off. 
A  legal  holiday  shall  be  observed  the  day  following  when  said  holiday  shall  occur  on  Sunday. 

Employees  who  are  on  leave  without  pay  or  absent  without  pay  for  that  portion  of  their  scheduled 
workday  immediately  preceding  or  following  a  holiday  do  not  receive  pay  for  the  holiday.  Employees 
who  are  granted  sick  leave  for  a  holiday  on  which  they  are  scheduled  to  work  do  not  receive  an 
additional  day  off  with  pay  nor  an  additional  day's  pay  for  the  holiday. 
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Section  II  -  Payroll  Information 
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Payroll  Information 


Payroll  Checks 

The  Office  of  Consumer  Affairs  and  Business  Regulation  is  on  the  Personnel  Management  Information 
System  (PMIS)  payroll  system.  Under  this  system,  new  employees  receive  their  first  check  on  the 
second  Thursday  after  they  begin  their  employment  at  OCA,  and  they  will  receive  their  final  paycheck 
the  week  following  termination  for  the  payroll  period  covering  the  last  week  of  their  employment. 

Each  week  employees  will  receive  a  payroll  check  equal  to  their  gross  weekly  earnings  minus  the 
appropriate  deductions.  Each  weekly  check  will  be  accompanied  by  a  stub  showing  the  weekly  and  year- 
to-date  gross  earnings,  federal  and  state  withholding  taxes,  Medicare  tax  and  retirement  totals.  Available 
vacation,  sick  and  personal  leave  balances  will  also  be  reflected. 

Payroll  Deductions 

In  an  effort  to  equally  distribute  payroll  deductions,  the  following  schedule  has  been  developed: 

Deductions  Every  Week 

Federal  and  State  Withholding  Taxes 

Medicare  Tax 

Deferred  Compensation 

Union  Dues/ Agency  Fees 

Group  Insurance  -  Health  Insurance 

Schedule  of  Other  Deductions 

Group  Insurance  -  Basic  Life  Insurance  -  first  week 

Group  Insurance  -  Optional  Life  Insurance  -  second  week 

Group  Insurance  -  Long  Term  Disability  -  fourth  week 

Savings  Bonds  -  determined  by  employee 

Bank  and  Credit  Union  -  determined  by  employee 

COMEC  -  determined  by  employee 

MBTA  Pass  -  third  week 

In  the  four  months  with  a  fifth  payroll  week,  there  will  be  no  standard  deductions  other  than  taxes,  union 
dues  or  agency  fees  and  retirement. 

Under  a  federal  law  ("COBRA"),  effective  April  1,  1986,  all  newly  hired  state  employees  are  required  to 
participate  in  Medicare  health  coverage  and  must  contribute  to  the  Medicare  portion  of  the  social 
security  tax  at  1.45%.  Therefore,  all  state  employees  hired  after  March  31,  1986  will  have  this  tax 
deducted  from  their  paychecks  weekly. 
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Leave  Balances 

The  annual  remaining  balance  of  an  employee's  sick,  vacation  and  personal  leave  will  be  noted  on  the 
employee's  paycheck  stub  each  week.  This  will  reflect  the  balance  as  of  the  previous  week  and  will  be 
noted  in  hours.  If  an  employee  believes  their  leave  balances  to  be  incorrect,  it  is  the  employee's 
responsibility  to  notify  their  ASU  Payroll  Representative. 

Direct  Deposit 

State  employees  may  have  their  weekly  payroll  checks  directly  deposited  into  their  accounts  at 
participating  banks.  An  "employee  who  would  like  to  enroll  in  direct  deposit  should  request  an 
enrollment  form  from  their  ASU  Payroll  Representative. 

Credit  Union 

The  Massachusetts  State  Employees  Credit  Union  allows  for  payroll  deductions  from  the  salaries  of  state 
employees  for  the  purchasing  of  shares,  making  deposits  or  repaying  of  any  loans.  Forms  for  making 
such  deposits  can  be  obtained  from  the  Credit  Union  Office  at  101  Merrimac  Street,  Boston, 
Massachusetts  02114.  A  minimum  of  six  months  membership  in  the  credit  union  is  required  in  order  to 
be  eligible  for  a  loan.  Additional  information  concerning  interest  rates  and  borrowing  guidelines  can  be 
obtained  from  the  Merrimac  Street  office  or  by  calling  (617)  723-5555. 

Employees  who  wish  to  contribute  to  a  credit  union  or  bank  other  than  the  Massachusetts  State 
Employees  Credit  Union  may  also  be  able  to  transact  deposits  through  payroll  deductions.  Please 
consult  your  bank  to  determine  if  it  is  on  a  list  of  financial  institutions  authorized  to  receive  payroll 
deductions. 

Savings  Bonds 

State  employees  may  purchase  United  States  Saving  Bonds  through  the  Automatic  Payroll  Savings  Plan. 
Employees  enroll  in  this  plan  by  authorizing  the  ASU  payroll  staff  to  set  aside  a  specific  amount  each 
payday  or  once  a  month  to  buy  bonds.  Authorization  forms  may  be  obtained  from  your  ASU  Payroll 
Representative. 

Commonwealth  of  Massachusetts  Employees  Campaign  (COMEC) 

The  Commonwealth  of  Massachusetts  Employees  Campaign  (COMEC)  is  conducted  throughout  the 
state  each  year  (usually  in  the  fall).  COMEC  is  an  effort  to  raise  money  to  support  hundreds  of  agencies 
that  provide  health  and  human  services  to  millions  of  people  in  Massachusetts.  Employees  have  the 
choice  of  designating  all  or  part  of  their  gift  to  a  particular  agency  or  federation.  Pledges  may  be  paid 
through  weekly  or  monthly  payroll  deductions. 
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Section  III  -  Personnel  Policies 
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Personnel  Policies 


3  <£     The  following  personnel  policies  are  compiled  from  Human  Resources  Division,  Rules 
Governing  Paid  Leave  and  Other  Benefits. 

With  the  exception  mentioned  below,  these  rules  shall  apply  to  all  employees  and  managers  employed  in 
the  Executive  Branch  of  the  Commonwealth  whose  positions  are  classified  by  the  Personnel 
Administrator  in  accordance  with  M.G.L.,  Chapter  30,  §45,  except  those  whose  compensation  or 
expenses  while  performing  their  duties  is  expressly  provided  for  by  law  in  a  manner  other  than  that 
provided  by  these  rules.  Those  employees  who  are  further  covered  by  collective  bargaining  agreements 
based  upon  M.G.L.,  Chapter  150E  may  refer  to  their  specific  bargaining  union  agreements  for  additional 
benefits. 

The  rules  concerning  meal  reimbursement  while  traveling  on  state  business  apply  to  all  persons 
employed  by  offices,  departments,  boards,  commissions  and  other  agencies  receiving  state 
appropriations,  as  stated  in  M.G.L.,  Chapter  7,  §28. 


Leave  Policies 


Alternative  Work  Options 


Commonwealth  policy  allows  agencies  to  offer  a  variety  of  alternative  work  options  as  an  alternative  to 
the  traditional  fixed  work  schedule  which  requires  all  employees  to  work  the  same  daily  hours.  These 
alternative  work  options  include  the  following: 

Flex-time:  Flex-time,  as  mandated  by  Chapter  7,  Section  6F  of  the  Massachusetts  General  Laws, 
permits  employees  to  set  their  own  daily  work  patterns  within  guidelines  set  by  agency  management. 
There  are  a  wide  range  of  options  in  developing  a  flex  time  program.  Agencies  interested  in  developing  a 
flex  time  program  are  encouraged  to  consult  HRD's  "Flextime  Program  Information  Packet",  the  OCA 
Personnel  Director  and  other  agencies  who  have  established  a  flex  time  program.  In  order  to  offer  flex- 
time  scheduling  to  employees  agencies  must  develop  a  written  flex-time  plan  which  requires  the 
approval  of  HRD  and  OER,  as  well  as  input  from  relevant  bargaining  unit(s)  before  implementation. 

Adjusted  Work  Schedules:  This  scheduling  option  enables  employees  to  establish  fixed  arrival  and 
departure  times  other  than  the  standard  8:45  a.m.  to  5:00  p.m.  day.  In  order  to  offer  adjusted  work 
schedules  agencies  should  have  an  established  policy  which  outlines  the  process  for  requesting  and 
negotiating  an  adjusted  work  schedule.    It  is  recommended  that  any  adjusted  work  schedule  program 
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include  written  approval  by  a  supervisor  and  that  adjusted  work  schedules  are  approved  in  writing  at  the 
beginning  of  every  fiscal  year  as  part  of  the  performance  planning  process.  In  negotiating  adjusted  work 
schedules  supervisors  are  responsible  for  assuring  adequate  unit  coverage  during  the  standard  work  day. 
Agencies  are  encouraged  to  support  adjusted  work  schedule  requests  but  are  under  no  obligation  to 
approve  requests  that  would  negatively  impact  the  ability  of  the  agency  to  conduct  its  business. 

Part-time  Employment:  Part-time  employment  can  be  requested  for  any  number  of  total  hours  per 
week.  Any  request  for  Part-time  employment  requires  agency  approval.  In  reviewing  requests  agencies 
must  consider  the  impact.of  each  request  on  the  agency's  ability  to  conduct  its  business.  It  is  important 
for  employees  to  understand,  however,  that  in  order  to  continue  health  coverage  they  must  work  at  least 
half-time.  Less  than  full  time  work  also  impacts  other  benefits  such  as  the  accrual  of  vacation,  personal, 
and  sick  leave. 

Job-Sharing:  Job-sharing  enables  two  (or  more)  employees  to  share  the  responsibilities  assigned  to  one 
specified  position.  Another  type  of  job-sharing  involves  splitting  a  position  but  not  necessarily  a  job 
function. 

Bereavement  Leave 

Full-time  and  regular  part-time  employees  shall  be  granted  leave  of  absence  with  pay  upon  evidence 
satisfactory  to  the  Appointing  Authority  of  the  death  of  a  spouse,  child,  parent,  brother,  sister, 
grandparent,  grandchild,  spouse's  parent,  or  of  a  person  living  in  the  employee's  household,  for  a 
maximum  of  four  calendar  days,  beginning  with  the  date  of  death  or  ending  after  the  date  of  the  funeral. 

Blood  Donor  Leave 

Employees  donating  blood  to  the  Massachusetts  State  Employees  Blood  Program  may  be  allowed  up  to 
four  hours  paid  leave  of  absence  at  the  time  of  donation  with  prior  supervisory  authorization.  Such  leave 
may  be  allowed  up  to  maximum  of  five  times  per  fiscal  year. 

Civic  Duty  Leave  (Jury  Duty) 

Employees  are  entitled  to  leave  with  pay  when  called  for  jury  duty  or  when  summoned  as  witnesses  on 
behalf  of  any  city,  town,  state  or  the  federal  government.  Any  witness  fees  are  paid  to  the 
Commonwealth.  Jury  fees,  up  to  the  amount  of  regular  compensation,  are  turned  over  to  the  appointing 
authority.  Employees  retain  court  reimbursement  for  expenses  (travel,  meals,  rooms,  etc.).  No  paid 
court  leave  is  allowed  for  employees  engaged  in  personal  litigation. 

Compensatory  Time 

Some  union  employees  are  eligible  to  earn  and  use  compensatory  time,  subject  to  the  requirements  of 
any  collective  bargaining  agreements  to  which  they  may  be  a  party.  Earning  compensatory  time  requires 
the  prior  written  approval  of  the  supervisor  for  all  employees.  Use  of  earned  compensatory  time  is 
subject  to  approval  so  as  not  to  disrupt  the  operations  of  the  department. 

Each  of  the  collective  bargaining  agreements  treats  compensatory  time  differently.  The  respective 
provisions  are  detailed  below: 

•  Unit  1  -  Article  7,  Section  2J  provides  that  compensatory  time  may  be  granted  by  the 
appointing  authority,  at  his/her  discretion,  upon  the  request  of  the  employee  in  lieu  of 
payment  for  overtime.    Compensatory  time  is  earned  at  the  rate  of  1.5  hours  for  authorized 
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work  beyond  40  hours  per  week.   Accrued  compensatory  time  shall  not  exceed  90  hours  and 
maybe  used  in  half  hour  increments. 

•  Unit  5  -  Article  7,  Section  2E  expressly  prohibits  granting  compensatory  time  in  lieu  of 
payment  for  overtime  work. 

•  Unit  6  -  Article  7,  Section  2C,  F,  J,  provides  that  compensatory  time  may  be  granted  by  the 
appointing  authority,  at  his/her  discretion,  upon  the  request  of  the  employee  in  lieu  of 
payment  for  overtime.  Compensatory  time  is  earned  at  the  rate  of  1.5  hours  for  authorized 
work  beyond  40  hours  per  week.  Accrued  compensatory  time  shall  not  exceed  90  hours  and 
maybe  used  in  half  hour  increments. 

•  Unit  9  -  Article  7,  Section  2J  provides  that  compensatory  time  may  be  granted  upon  request 
of  the  employee  so  long  as  written  procedures  have  been  developed  by  the  department  head 
and  the  MOSES  representative  for  the  equitable  distribution  of  overtime.  Compensatory  time 
is  earned  at  the  rate  of  1.5  hours  beyond  40  hours  per  week.  Accrued  compensatory  time 
shall  not  exceed  120  hours. 

These  rules  and  guidelines  are  not  intended  to  contravene  any  requirements  in  any  collective  bargaining 
agreement. 

Education  Leave 

Employees  may  be  granted  education  leave  in  accordance  with  the  policies  of  your  appointing  authority 
and  contractual  agreement  for  educational  purposes,  to  attain  degrees  or  certificates  or  to  attend 
conferences,  seminars,  briefing  sessions,  or  other  functions  of  a  similar  nature  that  are  intended  to 
improve  or  upgrade  the  individuals  skill  or  professional  ability.  Contact  your  Personnel  Analyst  for 
more  information  regarding  the  Education  Leave  Policy.  Provisions  governing  education  leave  vary 
among  different  collective  bargaining  units  and  employees  should  refer  to  their  appropriate  agreement 
for  specific  details. 

Extended  Illness  Leave  Bank 

The  Extended  Illness  Leave  Bank  (EILB)  is  a  voluntary  program  that  exists  to  help  employees  who 
experience  an  extended  illness  or  injury  to  recover  a  portion  of  their  salary  that  would  otherwise  be  lost 
due  to  extended  unpaid  leaves  of  absence.  Employees  volunteer  to  donate  at  least  one  day  of  sick, 
vacation  or  personal  time  to  the  bank  from  which  they  can  later  apply  to  withdraw  if  they  become 
seriously  ill  and  exhaust  their  paid  leave.  The  EILB  is  a  statewide  bank  administered  by  the  Department 
of  Personnel  Administration.  For  more  information  about  EILB,  contact  your  Payroll  Representative. 

Family  and  Medical  Leave 

Maternity  and  Adoption 

An  Appointing  Authority  shall  grant  to  a  full  or  regular  part-time  employee  who  has  completed  his/her 
probationary  period  or,  if  there  is  no  probationary  period,  who  has  been  employed  for  at  least  three 
consecutive  months,  a  leave  of  absence  for  up  to  12  weeks  in  conjunction  with  the  birth,  adoption  or 
placement  of  a  child  as  long  as  the  leave  concludes  within  12  months  following  the  date  of  the  birth, 
adoption  or  placement.  The  first  week  of  this  family  leave  shall  be  paid  and  the  remaining  1 1  weeks 
unpaid. 
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Adoption  Incentive:  If  the  purpose  of  family  leave  is  to  care  for  a  child  adopted  on  or  after  November  1, 
1995  through  the  Department  of  Social  Services  or  its  agent,  the  first  two  weeks  of  such  leave  will  be 
paid  and  the  remainder  unpaid. 

If  both  spouses  are  employees  of  the  Commonwealth  covered  by  these  rules,  they  are  jointly  entitled  to  a 
combined  total  of  12  weeks  of  family  leave  for  the  above  purposes  (birth,  adoption  or  placement),  of 
which  only  a  combined  total  of  one  week  (or  a  combined  total  of  two  weeks  in  the  case  of  the  Adoption 
Incentive)  shall  be  paid  and  the  remainder  unpaid.  The  female  employee  is  entitled  to  up  to  8  of  those  12 
combined  weeks  under  state  law  for  either  maternity  or  adoption  purposes  (M.G.L.,  Chapter  149, 
§105D). 

Notice  Requirements  for  Family  Leave 

At  least  30  days  in  advance,  the  employee  shall  submit  to  the  Appointing  Authority  a  written  notice  of 
his/her  intent  to  take  family  leave  and  the  dates  and  expected  duration  of  the  leave.  If  30  days  notice  is 
not  possible,  the  employee  shall  give  notice  as  soon  as  practicable.  The  employee  shall  provide  upon 
request  by  the  Appointing  Authority  proof  of  the  birth,  adoption  or  placement. 

Continuation  of  Benefits  During  Family  Leave 

Employees  taking  an  unpaid  leave  of  absence  under  this  provision  will  accumulate  sick  and  vacation 
leave  benefits  only  for  the  first  8  weeks  of  such  unpaid  leave.  The  period  of  family  leave  granted  under 
these  rules  shall  not  affect  the  employee's  right  to  receive  any  benefits  for  which  the  employee  was 
eligible  at  the  start  of  his/her  leave. 

Medical  Leave 

An  Appointing  Authority  shall  grant  to  a  full  or  regular  part-time  employee  who  has  completed  his/her 
probationary  period  or,  if  there  is  no  probationary  period,  who  has  been  employed  for  at  least  three 
consecutive  months,  an  unpaid  leave  of  absence  for  up  to  12  weeks  for: 

•  An  employee's  serious  health  condition  which  prevents  him/her  from  performing  the  essential 
functions  of  his/her  position. 

•  Caring  for  a  spouse,  child  or  parent  who  has  a  serious  health  condition. 
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Notice  Requirements  for  Medical  Leave 

At  least  30  days  in  advance,  the  employee  shall  submit  to  the  Appointing  Authority  a  written  notice  of 
his/her  intent  to  take  medical  leave  and  the  dates  and  expected  duration  of  the  leave.  If  30  days  notice  is 
not  possible,  the  employee  shall  give  notice  as  soon  as  practicable. 

Satisfactory  Medical  Evidence  for  Medical  Leave 

The  employee  shall  provide  upon  request  by  the  Appointing  Authority  satisfactory  medical  evidence 
which  is  defined  as: 

•  In  the  case  of  the  employee's  illness,  a  signed  statement  by  a  licensed  physician,  physician's 
assistant,  nurse  practitioner,  chiropractor  or  dentist  stating  that  he/she  has  personally  examined  the 
employee,  explaining  the  nature  of  the  illness  or  injury  (unless  identified  as  being  of  a  confidential 
nature),  and  stating  that  the  employee  was  unable  to  perform  his/her  duties  due  to  the  specific  illness 
or  injury  on  the  days  in  question. 

•  In  the  case  of  illness  of  spouse,  child  or  parent,  a  signed  statement  by  a  medical  provider  as  defined 
above  indicating  that  the  person  in  question  has  been  determined  to  be  seriously  ill  and  needing  care 
on  the  days  in  question. 

•  The  statement  shall  be  on  the  letterhead  of  the  attending  physician  or  medical  provider,  and  shall  list 
an  address  and  phone  number. 

If  the  Appointing  Authority  has  reason  to  doubt  the  validity  of  the  medical  evidence,  the  Appointing 
Authority  may  obtain  a  second  opinion  at  his/her  own  expense. 

If  there  is  a  conflict  between  the  second  opinion  and  the  original  medical  statement,  the  Appointing 
Authority  and  the  employee  may  resolve  the  conflict  by  obtaining  the  opinion  of  a  third  medical 
provider,  who  is  approved  jointly  by  the  Appointing  Authority  and  the  employee,  at  the  Appointing 
Authority's  expense. 

Intermittent  Leave  and  Modified  Work  Schedules 

Intermittent  leave  usage  and  modified  work  schedules  may  be  granted  when  a  spouse,  child  or  parent  has 
a  serious  medical  condition  and  is  dependent  upon  the  employee  for  care.  When  such  changes  to  the 
work  schedule  are  medically  necessary,  the  employee  and  the  Appointing  Authority  shall  attempt  to 
work  out  a  schedule  which  meets  the  needs  of  the  employee  without  unduly  disrupting  the  operations  of 
the  workplace. 

Payment  for  Holiday  During  Medical  Leave 

Between  periods  of  unpaid  medical  leave,  if  an  employee  returns  to  work  for  a  period  of  less  than  two 
weeks,  and  if  a  holiday  occurs  during  that  return  to  work,  no  holiday  pay  or  compensatory  time  shall  be 
granted  for  that  holiday. 

Use  of  Paid  Leave  to  Offset  Unpaid  Family  or  Medical  Leave 

If  an  employee  has  accumulated  sick,  personal,  or  vacation  credits  at  the  commencement  of  his/her 
family  or  medical  leave,  the  employee  may  use  such  credits  for  which  he/she  may  be  eligible  under  the 
applicable  rules. 
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Continuation  of  Benefits  During  Family  Leave 

Employees  taking  an  unpaid  leave  of  absence  under  this  provision  will  accumulate  sick  and  vacation 
leave  benefits  only  for  the  first  8  weeks  of  such  unpaid  leave.  The  period  of  family  leave  granted  under 
these  rules  shall  not  affect  the  employee's  right  to  receive  any  benefits  for  which  the  employee  was 
eligible  at  the  start  of  his/her  leave. 

Continuation  of  Group  Insurance  Benefits  During  Family  or  Medical  Leave 

During  the  time  an  employee  is  on  unpaid  family  or  medical  leave,  the  employee  shall  be  entitled  to 
group  health  insurance  coyerage  and  benefits  on  the  same  terms  and  conditions  in  effect  at  the  time  the 
leave  began,  provided  that  the  employee  continues  to  pay  the  required  employee  share  of  premium  while 
on  leave.  If  the  employee  fails  to  return  from  leave,  the  Commonwealth  may  recover  its  cost  incurred  in 
maintaining  insurance  coverage  for  the  duration  of  the  employee's  leave,  per  regulations  issued  by  the 
US  Department  of  Labor  under  the  Family  and  Medical  Leave  Act. 

Non-FMLA  Family  Leave 

Non-FMLA  Family  Leave  in  Rules  5.13  through  5.18  shall  refer  to  rules  of  the  Personnel  Administrator 
governing  leave  for  care  of  family  members  that  does  not  come  under  the  jurisdiction  of  the  Family  and 
Medical  Leave  Act. 

An  Appointing  Authority  may  grant  to  a  full  or  regular  part-time  employee  who  has  completed  his/her 
probationary  period  or,  if  there  is  no  probationary  period,  who  has  been  employed  for  at  least  three 
consecutive  months,  an  unpaid  leave  of  absence  of  up  to  10  weeks  in  order  to  care  for,  or  to  make 
arrangements  for  the  care  of  a  grandparent,  a  grandchild,  a  sister  or  brother  living  in  the  same  household, 
or  a  child  (whether  or  not  the  child  is  the  natural,  adoptive,  foster,  stepchild  or  child  under  legal 
guardianship  of  the  employee). 

Notice  Requirement  for  Non-FMLA  Family  Leave 

The  employee  shall  give  at  least  two  weeks'  prior  notice  of  his/her  anticipated  date  of  departure  and 
notice  of  his/her  intention  to  return  to  work,  at  the  time  of  making  the  request  for  non-FMLA  family 
leave. 

Intermittent  Non-FMLA  Family  Leave 

Ten  days  of  non-FMLA  family  leave  may  be  taken  in  not  less  than  one-day  increments,  with  prior 
approval  of  the  Appointing  Authority. 

Use  of  Paid  Leave  to  Offset  Unpaid  Non-FMLA  Family  Leave 

If  an  employee  has  accumulated  sick,  personal,  or  vacation  credits  at  the  commencement  of  his/her 
family  or  medical  leave,  the  employee  may  use  such  credits  for  which  he/she  may  be  eligible  under  the 
applicable  rules. 

Payment  for  Holiday  During  Non-FMLA  Family  Leave 

Between  periods  of  unpaid  Non-FMLA  family  leave,  if  an  employee  returns  to  work  for  a  period  of  less 
than  two  weeks,  and  if  a  holiday  occurs  during  that  return  to  work,  no  holiday  pay  or  compensatory  time 
shall  be  granted  for  that  holiday. 

Limit  of  Total  Family  and  Medical  Leave  During  a  12-month  Period 

An  employee  is  not  entitled  to  more  than  12  weeks  of  family  and  medical  leave  combined  (including 
non-FMLA  leave)  in  a  12-month  period.  For  this  purpose,  a  rolling  12  month  period  will  be  used, 
measured  backward  from  the  date  of  commencement  of  the  leave. 
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Holiday  Leave 

If  an  employee  is  required  to  work  on  a  holiday,  the  employee  will  receive  a  compensatory  day  off  with 
pay  within  60  days  following  the  holiday,  to  be  taken  at  a  time  approved  by  their  supervisor.  If  for  any 
reason  a  compensatory  day  cannot  be  approved,  the  employee  is  entitled  to  a  day's  pay  in  addition  to  pay 
for  the  holiday  worked. 

If  an  employee  is  absent  without  pay  or  on  leave  without  pay  for  any  portion  of  the  workday  immediately 
preceding  or  following  a  holiday,  that  employee  will  not  receive  pay  for  the  holiday.  If  an  employee  is 
granted  sick  leave  for  a  holiday  on  which  he/Vne  was  scheduled  to  work,  that  employee  will  not  receive 
an  additional  day's  pay  or  an  additional  day  off  with  pay  for  the  holiday.  Most  regular  part-time 
employees  are  eligible  for  holiday  benefits  on  a  pro-rated  basis.  Supervisors  should  consult  the  relevant 
collective  bargaining  agreements. 

Leave  without  Pay 

Employees  who  have  used  all  available  sick,  vacation,  and  personal  leave  due  to  serious  illness  or 
personal  emergency  and  can  produce  evidence  that  additional  time  is  needed  in  excess  of  accrued  time 
available  may  request  leave  without  pay.  This  request  must  be  specific  in  nature  and  must  be  approved 
by  the  appointing  authority.  The  approved  written  request  should  be  given  to  the  payroll  department. 
The  approval  of  such  leave  will  be  determined  by:  the  urgency  and  nature  of  request;  length  of  time 
requested;  impact  on  position  duties  and  possible  resulting  backlog;  employee's  previous  work  history; 
and  employee's  time  and  attendance  record.  Employees  should  note  that  utilizing  leave  without  pay  may 
have  a  negative  effect  upon  accrual  of  vacation,  sick  and  step  in  pay  credits. 

Employees  are  urged  to  discuss  their  plans  for  a  leave  without  pay  request  at  the  earliest  possible  date. 
In  addition,  if  employees  should  fail  to  return  to  their  position  by  the  completion  of  the  leave  of  absence, 
the  appointing  authority  shall,  within  fourteen  days  of  the  end  date  of  the  approved  leave,  give  the 
employees  notice  that  their  employment  is  considered  to  be  terminated. 

Military  Leave 

Employees  are  entitled  to  leave  with  pay  for  service  in  the  Armed  Forces  of  the  Commonwealth  (the 
National  Guard),  or  during  their  annual  tour  of  duty  not  exceeding  1 7  days  in  a  reserve  unit  of  the  Armed 
Forces  of  the  United  States.  Refer  to  specific  collective  bargaining  agreements  for  additional 
information  regarding  military  leave. 
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Personal  Leave 

On  each  July  1,  full-time  employees  on  the  payroll  as  of  that  date  will  be  credited  with  three  personal 
leave  days.  These  days  may  be  taken  during  the  following  twelve  months  at  a  time  or  times  requested  by 
the  employee  and  approved  by  the  supervisor.  Full-time  employees  hired  after  July  1  of  each  year  will 
be  credited  with  personal  leave  days  according  to  with  the  following  schedule: 


Date  of  Hire 
or  Promotion  into  Unit 

Personal  Leave  Days  Credited 

July  1  -  September  30 

3  personal  leave  days 

October  1  -  December  3 1 

2  personal  leave  days 

January  1  -  March  3 1 

1  personal  leave  day 

April  1  -  June  30 

0  personal  leave  days 

Employees  will  forfeit  any  personal  leave  not  taken  by  June  30.  Personal  leave  days  for  regular  part- 
time  employees  will  be  granted  on  a  pro-rata  basis.  Personal  leave  may  be  taken  in  units  of  two  hours 
and  be  used  in  conjunction  with  vacation  leave. 

Sick  Leave  Policy 

This  policy  summarizes  existing  regulations  and  contractual  provisions  governing  paid  sick  leave.  It 
outlines  permissible  and  impermissible  approaches  to  monitor  and  control  the  use  and  abuse  of  sick 
leave.  The  policy  is  applicable  to  all  OCA  employees. 

Definitions 

Sick  Leave  -  any  time  during  which  an  employee  is  absent  from  work  and  for  which  the  employee  is 

able  to  receive  pay  through  the  use  of  accumulated  sick  leave  credits. 

Absence  -  any  time  during  which  an  employee  is  not  at  work  when  the  employee  is  scheduled  for  work. 
Time  spent  on  approved  vacation  leave,  personal  leave,  holidays  or  compensatory  time  is  not  an  absence. 

Leave  Without  Pay  -  includes  any  absences  which  may  not  appropriately  be  charged  to  accumulated 
sick  leave  time.  Such  absences  are  either: 

Approved  Leave  Without  Pay  -  any  unpaid  time  which  is  approved  by  the  agency  head  or  by  the 
policies  of  the  agency. 

Off  the  Payroll  -  any  absence  without  pay  for  which  no  approval  has  been  given. 
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Permissible  use  of  Sick  Time 

The  use  of  paid  sick  leave  may  only  be  authorized: 

•  When  an  employee  cannot  perform  their  duties  because  the  employee  is  incapacitated  by 
personal  illness  or  injury; 

•  When  a  member  of  the  employee's  immediate  family  or  other  relative  living  in  the 
employee's  immediate  household  is  seriously  ill  (up  to  a  maximum  of  7  to  10  days  per  year 
as  per  collective  bargaining  agreement  or  10  days  per  year  for  managers);  or 

•  When  an  employee,  because  of  exposure  to  contagious  disease,  jeopardizes  the  health  of 
others  in  the  work  place. 

Sick  leave  shall  not  generally  be  used  for  scheduled  appointments  with  health  care  professionals  unless 
the  employee  would  otherwise  be  entitled  to  utilize  sick  leave  for  actual  injury  or  illness  as  outlined 
above.  However,  it  is  permissible  to  use  sick  leave  when  appointments  with  licensed  medical  or  dental 
professionals  cannot  be  reasonably  scheduled  outside  of  normal  working  hours  for  purposes  of  medical 
treatment  or  diagnosis  of  an  existing  medical  or  dental  condition. 

If  an  employee  has  accrued  sick  leave  at  the  commencement  of  his/her  maternity/adoptive  leave  or 
FMLA,  the  employee  may  use  sick  leave  credits  for  which  the  employee  is  eligible  under  the  sick  leave 
provisions  outlined  above  under  the  permissible  use  of  sick  time. 

For  employees  in  Bargaining  Units  3,  5B,  and  6,  the  use  of  sick  leave  is  permissible  when  an  employee 
who  is  absent  due  to  excessive  use  of  alcohol  or  narcotics  becomes,  and  continues  to  be,  an  active 
participant  in  an  approved  counseling  service  program. 

Reductions/Limits  to  Sick  Leave  Credits 

Full-time  employees  shall  not  accumulate  sick  leave  credits  for  any  month  in  which  they  were  on  leave 
without  pay  or  absence  without  pay  for  more  than  one  day.  Sick  leave  shall  not  accumulate  for  service  in 
excess  of  either  37.5  or  40  hours  a  week  . 

Regular  part-time  employees  shall  accumulate  sick  leave  credits  in  the  same  proportion  that  their  part- 
time  service  bears  to  full-time  service. 

Intermittent  employees  shall  not  be  eligible  for  paid  sick  leave. 

Notification 

Employees  who  wish  to  use  accumulated  sick  leave  for  any  of  the  permissible  uses  outlined  above  are 
required  to  notify  the  appropriate  agency  official  as  early  as  possible  on  the  first  day  of  such  absence. 
Managers  are  responsible  for  identifying  the  appropriate  supervisory  person  to  be  contacted  in  instances 
of  sick  leave  utilization.  This  person  should  not  be  a  receptionist.  If  the  supervisor  is  not  available,  an 
alternate  person  of  authority  should  be  designated. 

Failure  of  any  employee  to  provide  proper  notification  is  sufficient  grounds  to  deny  sick  leave,  even  if 
the  employee  is  genuinely  ill.  This  managerial  right  must,  of  course,  be  exercised  judiciously  and  the 
employee  should,  where  practical,  be  given  the  opportunity  to  provide  a  satisfactory  explanation  for  why 
they  did  not  call  in. 
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An  employee  who  is  out  on  extended  illnesses  shall  also  be  required  to  contact  their  manager  at  least 
once  a  week,  so  that  the  manager  will  be  able  to  make  alternative  staffing  arrangements,  if  necessary.  If 
an  employee  does  not  return  to  work  on  the  day  projected,  the  employee  should  call  the  manager  to  give 
adequate  notice  that  they  will  not  be  returning  that  day  and  to  explain  the  reason  for  the  continued 
absence.  If  the  employee  fails  to  call-in  at  all  on  the  day  of  their  expected  return,  the  employee  should  be 
placed  on  leave  without  pay  status. 

Suspected  Abuse 

Whenever  a  manager  or  supervisor  has  reason  to  believe  that  an  employee  is  (or  a  group  of  employees 
are)  abusing  the  use  of  sick  leave,  the  manager  or  supervisor  shall  advise  the  employee  of  these 
suspicions.  An  employee  should  receive  prior  notice  that  their  sick  time  is  suspect,  and  that,  in 
accordance  with  section  8.1  of  the  Collective  Bargaining  Agreement,  they  may  be  required  to  produce 
medical  evidence  for  future  use  of  sick  leave.  However,  a  manager  or  supervisor  may  not  tell  an 
employee  that  they  will  be  required  to  bring  medical  evidence  for  any  absence  in  the  future  for  which  the 
employee  has  not  yet  requested  leave.  If  a  manager  or  supervisor  has  reason  to  believe  that  an  employee 
is  continuing  to  abuse  sick  leave,  the  manager  or  supervisor  shall  require  the  employee  to  provide  written 
medical  verification  of  illness. 

Medical  Verification 

Requests  for  medical  verification  should  generally  be  made  during  or  immediately  following  the  absence 
in  question.  During  an  extended  period  of  absence,  if  sick  leave  abuse  is  suspected,  the  request  for 
medical  evidence  should  be  made  when  the  employee  calls  in  to  report  their  continued  absence. 
Satisfactory  medical  evidence  should  include: 

•  the  date  the  employee  was  seen; 

•  the  nature  of  the  incapacity,  or  where  appropriate,  a  statement  that  the  nature  of  the  illness  is 
confidential; 

•  the  estimated  time  for  which  the  employee  (or  family  member)  will  be  incapacitated; 

•  a  certification  that  the  employee  is  unable  to  work  on  the  day(s)  for  which  verification  is 
requested; 

•  the  signature  of  the  examining  health  care  professional.  This  may  include  a  physician,  nurse 
practitioner,  physician's  assistant,  chiropractor,  or  dentist.  No  other  category  may  be 
considered  acceptable. 

An  employee  who  fails  to  provide  medical  verification  within  seven  (7)  days  of  a  request  for  same  shall 
be  denied  sick  leave  for  the  relevant  period. 

If  an  employee  is  unable  to  get  a  doctor's  certificate  because  they  did  not  go  to  the  doctor,  the  manager 
may  require  the  employee  to  produce  the  appropriate  certificate  within  seven  (7)  days.  In  such  cases,  it 
is  likely  that  the  manager  has  prominently  posted  the  sick  leave  policy  in  the  section  and  has  reminded 
staff  of  it  orally.  In  addition,  the  manager  should  have  told  the  employee  that  their  sick  leave  use  is 
suspect  and  in  the  future,  medical  evidence  may  be  requested.  However,  even  if  the  manager  has  not 
followed  these  procedures,  this  does  not  mean  that  the  manager  has  waived  his/her  right  to  insist  upon 
medical  verification  if  abuse  is  suspected. 

If  there  is  information  missing  from  the  certification,  the  manager  may  advise  the  employee  that  he/she 
has  seven  (7)  days  to  provide  a  satisfactory  certificate.  If  the  additional  evidence  is  not  forthcoming,  the 
manager  may  deny  payment  for  the  sick  leave. 
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The  same  standards  apply  in  circumstances  where  the  sick  leave  is  being  used  for  the  illness  of  a  family 
member. 

If  an  employee  is  off  the  payroll  due  to  the  denial  of  a  sick  leave  claim  on  more  than  one  occasion, 
progressive  discipline  shall  be  initiated.  Employees  who  have  been  absent  without  leave  for  more  than 
fourteen  (14)  consecutive  days  may,  consistent  with  the  provisions  of  chapter  31,  section  38  of  the 
General  Laws,  be  terminated  from  service  for  abandonment  of  position. 

Accountability 

As  in  most  disciplinary  matters,  the  Commonwealth's  policy  regarding  sick  leave  is  one  of  progressive 
discipline.  All  performance  evaluation  systems  shall  contain  a  factor  regarding  the  employee's 
attendance  for  the  applicable  period.  For  supervisors  and  manager,  performance  in  controlling  the  use  of 
sick  leave  and  absenteeism  for  the  employees  in  their  area  of  jurisdiction  shall  be  explicitly  assessed. 

Vacation  Leave 

Full-time  employees  accrue  vacation  credit,  depending  on  length  of  service,  according  to  the  following 
schedule: 


Length  of  Continuous 

Full-time  Creditable  Service  for 

Employees  as  of  June  30 

Monthly  Accrual  Rate 

Annual  Equivalent  Rate 

Standard  Monthly  Rate 

Less  than  4  4  years* 

.83  days 

10  days 

6.25  hours 

4  4  to  9  ^  years 

1.25  days 

1 5  days 

9.375  hours 

9  ^to  1 9  4  years 

1.66  days 

20  days 

12.5  hours 

over  1 9  H  years 

2.5  days 

25  days 

15.625  hours 

Vacation  requests  must  be  approved  in  writing  by  your  supervisor.  For  most  bargaining  units,  vacation 
time  is  accrued  on  a  monthly  basis.  Please  check  your  specific  collective  bargaining  agreement  for  your 
accrual  policy.  Leave  is  credited  on  the  first  day  of  the  following  month. 

Employees  on  leave  without  pay  or  absent  without  pay  20  or  more  cumulative  days  (15  or  more  days  for 
managers)  in  a  vacation  year  lose  that  year  for  vacation  status  purposes  and  have  vacation  credits 
deducted  proportionally.  This  regulation  varies  with  some  collective  bargaining  agreements,  i.e.  some 
agreements  exempt  absences  from  loss  of  vacation  status  for  certain  reasons.  Leave  with  pay  or 
industrial  accident  leave  is  considered  creditable  service  for  vacation  status  and  vacation  credits. 

The  vacation  year  for  employees  of  the  Commonwealth  is  July  1  to  June  30,  inclusive.  Unused  vacation 
leave  earned  during  the  previous  two  (2)  vacation  years  can  be  carried  over  on  July  1  for  use  during  the 
following  vacation  year.  Annual  earned  vacation  leave  credit  not  used  by  June  30  of  the  second  year  it 
was  earned  will  be  forfeited. 

*Managers  with  less  than  4  1/2  years  of  creditable  service  will  receive  the  equivalent  of  12  days 
per  year,  standard  monthly  rate  of  7.5  hours. 
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Voting  Leave 

Employees  whose  normal  hours  of  work  preclude  them  from  voting  in  town,  city,  state  or  national 
elections  can  request  a  voting  leave  with  pay,  not  to  exceed  two  hours,  for  the  sole  purpose  of  voting  in 
the  election. 
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Section  IV  -  General  Employee  Information 
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Affirmative  Action  &  Non-Discrimination 


n 


The  Commonwealth  is  an  affirmative  action/equal  opportunity  employer.  General  Laws 
Chapter  15  IB  prohibits  discrimination  because  of  race,  color,  national  origin,  religion,  sex,  handicap,  age 
or  sexual  preference  in  all  employment  practices  including  hiring,  firing,  promotion,  compensation,  and 
all  other  terms,  privileges  and  conditions  of  employment.  Additionally,  there  are  a  number  of  federal 
laws  which  prohibit  employment  discrimination. 

The  Commonwealth's  position  regarding  affirmative  action  is  contained  in  Executive  Order  227  which 
mandates  that  "non-discrimination  and  equal  opportunity  are  the  policies  of  the  Executive  Department  of 
the  Commonwealth  of  Massachusetts  in  all  of  its  decisions,  programs,  and  activities." 

In  addition  to  the  general  affirmative  action  policy  in  Executive  Order  227,  the  following  specific 
affirmative  action  practices  and  policy  amendments  have  been  established  through  executive  order: 

•  Executive  Order  237,  Minority  Business  Development 

•  Executive  Order  246,  Disabled  Individuals 

•  Executive  Order  253,  Vietnam  Era  Veterans 

Inherent  in  these  requirements  is  the  assumption  that  each  appointing  authority  continually  works  toward 
accomplishing  the  agency  or  department's  affirmative  action  goals  and  timetables  as  set  forth  by  the 
State  Office  of  Affirmative  Action. 

For  additional  information  on  non-discrimination,  contact  the  Massachusetts  Commission  against 
Discrimination  at  (617)  727-3990.  For  additional  information  on  affirmative  action,  contact  the  State 
Office  of  Affirmative  Action  at  (617)  727-7441. 


See  Governor's  Executive  Orders  227,  237,  246,  and  253 


Civil  Service 


Unless  expressly  exempt  by  law,  most  positions  in  state  service  are  subject  to  civil  service  law. 
Those  positions  exempt  from  civil  service  include  management  positions  in  grades  M-V  through  M-XII 
and  gubernatorial  appointment  to  positions  which  are  not  part  of  the  state's  classification  plan.  The 
purpose  of  the  civil  service  system  is  to  implement  basic  merit  principles  in  the  hiring,  training, 
promotion,  and  retention  of  state  employees. 


See  M  G L  Chapter  31 
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Collective  Bargaining 


Collective  bargaining  governs  the  Commonwealth's  work  force  along  with  the  civil 
service/merit  system.  The  statutory  framework  for  collective  bargaining  for  state  employees  is  contained 
in  Chapter  150E  of  the  General  Laws  which  was  enacted  in  1973.  Chapter  150E  extends  to  all 
employees  the  right  to  organize  and  bargain  collectively  over  wages,  hours,  and  other  terms  and 
conditions  of  employment,  except  for  the  following: 


•  Managerial  employees  are  excluded  from  the  coverage  of  the  Law  because  they  formulate 
policy.  Such  persons  can  generally  be  identified  by  their  job  group  (i.e.,  M  I-XII); 

•  Confidential  employees  are  excluded  because  they  directly  assist  and  act  in  a  confidential 
capacity  to  a  managerial  employee  who  may  be  in  a  policy-making/labor  relations  position 
(e.g.,  secretary  to  an  agency  head).  No  employee  is  considered  to  be  confidential  unless 
approved  by  the  Office  of  Employee  Relations. 

Collective  Bargaining  Agreements 

Currently,  all  bargaining  units  are  covered  by  collective  bargaining  agreements.  These  agreements 
generally  continue  in  effect  until  a  successor  agreement  is  negotiated.  The  agreements  determine  the 
wages,  hours,  and  benefits  in  the  units  covered  by  the  agreements.  The  agreements  are  binding  on  all 
state  managers  and  supervisors  who  supervise  bargaining  unit  employees  and  cover  a  wide  range  of 
topics,  including: 


compensation 

criteria  and  procedures  for  provisional  promotion 

regulation  of  leave  benefits 

procedures  for  transfers  and  shift  and  day  off  selection 

work  schedules,  overtime,  and  compensatory  time 

holidays 

health  insurance  contributions 

affirmative  action/non-discrimination 

layoff  procedures 

disciplinary  procedures 


For  more  information  about  collective  bargaining,  please  contact  your  Union  Representative. 


SeeMG  L  Chapter  150E 
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Code  of  Conduct  -  Managers 

Pursuant  to  Executive  Order  282,  managers  are  subject  to  a  Code  of  Conduct  which  is  intended  to 
promote  the  highest  standards  of  ethical  behavior  by  those  who  conduct  the  public's  business  and  who 
serve  the  public  interest.  The  code  seeks  to  clarify  important  areas,  such  as  the  campaign  laws  and 
certain  ethics  provisions,  which  have  often  been  of  concern  to  employees,  and  to  provide  useful  guidance 
to  them  in  the  future.  Provisions  of  this  code  should  be  enforced  in  a  reasonable,  common  sense  and  fair 
manner.  The  Code  of  Conduct  includes  information  pertaining  to  the  following  subjects: 


Political  activity 

Campaign  contributions  and  fundraising 
Gifts  and  gratuities  from  outside  sources 
Financial  interests  in  certain  matters 
Outside  employment  and  civic/charitable  activities 
Conflict  between  private  and  public  employment 
Employment  after  leaving  state  service 
Private  use  of  state  property 

Purchase  or  lease  of  property  formerly  owned  or  acquired  by  federal,   state  or  local 
government 

Testimonial  dinners  and  office  parties 
Drugs 

Firearms  and  deadly  weapons 

Filing  of  federal  and  state  tax  returns,  payment  of  taxes  and  financial  disclosure  forms, 
payment  of  other  civil  obligations 
False  statements 

Accountability,  pending  investigation  or  charges,  criminal  convictions 
Release  and  use  of  certain  information 
•Whistle  blowers 


For  more  information  on  the  Code  of  Conduct  for  managers,  please  contact  the  State  Ethics  Commission 
at  (617)  727-0060. 

Code  of  Conduct  -  Bargaining  Unit  Employees 

Some  bargaining  unit  employees  are  also  subject  to  a  Code  of  Conduct,  which  is  contained  within  their 
respective  collective  bargaining  contracts.  The  Code  of  Conduct  includes  information  pertaining  to  the 
following  subjects: 


Conduct,  attitude  and  demeanor 

Administrative  inquiries 

State  Ethics  Commission  financial  disclosure  requirements 

Conflict  of  interest 

Gifts  and  gratuities  from  outside  sources 
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•  Outside  employment  and  business  activity 

•  Duty  to  report  violations  of  law  and  code  of  conduct 

For  more  detailed  information,  please  refer  to  the  specific  collective  bargaining  contracts. 


See  Governor 's  Executive  Order  282  and  specific  collective  bargaining  contracts 


Conflict  of  Interest 

Chapter  268A  of  the  General  Laws  governs  your  conduct  as  a  public  official  or  employee.  Below  are 
some  of  the  general  rules  that  employees  must  follow.  An  employee  could  face  civil  and  criminal 
penalties  if  the  employee  takes  a  prohibited  action.  There  are  some  exceptions  to  these  rules,  so 
employees  may  wish  to  seek  legal  advice  from  the  State  Ethics  Commission  or  in-house  legal  counsel 
regarding  how  the  law  would  apply  in  a  particular  situation. 


In  general: 


An  employee  may  not  ask  for  or  accept  anything  worth  $50  or  more  from  anyone  with  whom 
the  employee  has  official  dealings.  Examples  of  regulated  "gifts"  include:  sports  tickets, 
costs  of  drinks  and  meals,  travel  expenses,  conference  fees,  gifts  of  appreciation, 
entertainment  expenses,  free  use  of  vacation  homes  and  complimentary  tickets  to  charitable 
events.  If  a  prohibited  gift  is  offered:  the  employee  may  refuse  or  return  it;  it  may  be 
donated  to  a  non-profit  organization,  provided  the  employee  does  not  take  the  tax  write-off; 
the  employee  may  pay  the  giver  the  full  value  of  the  gift;  or,  in  the  case  of  certain  types  of 
gifts,  it  may  be  considered  "a  gift  to  your  public  employee",  provided  it  remains  in  the  office 
and  does  not  ever  go  home  with  the  employee.  Employees  may  not  accept  Honiara  for  a 
speech  that  is  in  any  way  related  to  the  employee's  official  duties,  unless  the  employee  is  a 
state  legislator. 

An  employee  may  not  hire,  promote,  supervise  or  otherwise  participate  in  the  employment  of 
the  employee's  immediate  family  or  the  employee's  spouse's  immediate  family. 

An  employee  may  not  take  any  type  of  official  action  which  will  affect  the  financial  interests 
of  the  employee's  immediate  family  or  the  employee's  spouse's  immediate  family.  For 
instance,  an  employee  may  not  participate  in  licensing  or  inspection  processes  involving  a 
family  member's  business. 

An  employee  may  not  take  any  official  action  affecting  their  own  financial  interest,  or  the 
financial  interest  of  a  business  partner,  private  employer,  or  any  organization  for  which  the 
employee  serves  as  an  officer,  director  or  trustee.  For  instance:  the  employee  may  not  take 
any  official  action  regarding  an  "after  hours"  employer,  or  its  geographic  competitors;  the 
employee  may  not  participate  in  licensing,  inspection,  zoning  or  other  issues  that  affect  a 
company  they  own,  or  its  competitors;  if  the  employee  serves  on  the  board  of  a  non-profit 
organization,  the  employee  may  not  take  any  official  action  which  would  impact  that 
organization,  or  its  competitors. 

Unless  the  employee  qualifies  for  an  exemption,  the  employee  may  not  have  more  than  one 
job  with  the  same  municipality  or  county,  or  more  than  one  job  with  the  state. 

Except  under  special  circumstances,  an  employee  may  not  have  a  financial  interest  in  a 
contract  with  your  public  employer.    For  instance,  if  you  are  a  state  employee,  a  company 
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you  own  may  not  be  a  vendor  to  that  state  unless  you  meet  specific  criteria,  the  contract  is 
awarded  by  a  bid  process,  and  you  publicly  disclose  your  financial  interest. 

•  An  employee  may  not  represent  anyone  by  your  public  employer  in  a  matter  in  which  your 
public  employer  has  an  interest.  For  instance,  employees  may  not  contact  other  government 
agencies  on  behalf  of  a  company,  an  association,  a  friend,  or  even  a  charitable  organization. 

•  An  employee  may  not  ever  disclose  confidential  information,  data,  or  material  which  the 
employee  has  gained  or  learned  as  a  public  employee. 

•  Unless  an  employee  makes  a  proper  public  disclosure,  including  all  relevant  facts,  the 
employee  may  not  take  any  action  that  could  create  an  appearance  of  impropriety,  or  could 
cause  an  impartial  observer  to  believe  that  the  employee's  official  actions  are  tainted  with 
bias  or  favoritism. 

•  An  employee  may  not  use  their  official  position  to  obtain  unwarranted  privileges,  or  any  type 
of  special  treatment,  for  themselves,  or  anyone  else.  For  instance,  the  employee  may  not 
approach  their  subordinates,  vendors  whose  contracts  they  oversee,  or  people  who  are 
subject  to  their  official  authority  to  propose  private  business  dealings. 

•  An  employee  may  not  use  public  resources  for  political  or  private  purposes.  Examples  of 
"public  resources"  include,  office  computers,  phones,  fax  machines,  postage  machines, 
copiers,  official  cars,  staff  time,  sick  time,  uniforms,  and  official  seals. 

•  An  employee  may  not,  after  leaving  public  service,  take  a  job  involving  public  contracts  or 
any  other  particular  matter  in  which  the  employee  participated  as  a  public  employee. 

For  more  information  about  the  Conflict  of  Interest  law,  contact  the  State  Ethics  Commission  at  (617) 
727-0060. 


See  Stale  Ethics  Commission  pamphlet  "Guide  to  the  Conflict  of  Interest  Law" 


Political  Activity 

Chapter  55  of  the  General  Laws  regulates  the  political  activity  of  public  employees.  It  is  the 
responsibility  of  all  those  participating  in  political  activities,  especially  all  public  employees,  to  become 
knowledgeable  of  the  provisions  of  these  laws  and  regulations. 

In  summary,  the  law: 

•  Prohibits  appointed  state,  county,  city  or  town  employees  from  directly  or  indirectly 
soliciting  or  receiving  contributions  or  anything  else  of  value  for  campaigns  or  other  political 
purposes; 

•  Prohibits  anyone  from  soliciting  contributions  in  a  building  occupied  for  any  state,  county  or 
municipal  purposes; 

•  Prohibits  people  in  the  public  service  of  the  Commonwealth  from  contributing  to  any 
individual  in  the  public  service; 
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Protects  public  employees  from  being  required  to  make  contributions  or  render  political 
services  in  exchange  for  their  employment,  and  protects  them  from  retribution  for  failing  to 
do  so; 

Protects  individuals  doing  business  with  the  Commonwealth  from  having  to  render  political 
service  or  make  a  political  donation  in  exchange  for  doing  business  with  the  state;  and 

Provides  additional  protection  against  retribution  to  an  employee  or  officer  who  fails  to  give 
or  withholds  a  contribution  or  who  contributes  to  an  opposition  candidate  or  cause. 


Violations  of  the  law  carry  serious  penalties  and  fines,  imprisonment  or  both. 

For  more  information,  contact  the  Office  of  Campaign  and  Political  Finance  at  (617)  727-8352. 


See  M.G.L.  Chapter  55  and  the  Office  of  Campaign 
Finance  brochure  "A  Guide  to  Political  Activity  for  State, 
County  and  Municipal  Employees  " 


Health  &  Safety  Information 


JK 


Workers  Compensation 

All  employees,  except  those  in  certain  public  safety  positions,  are  entitled  to  benefits  for  both  job-related 
injuries  requiring  medical  treatment  or  causing  incapacity  for  six  or  more  days  and  for  payment  to 
dependents  in  case  of  job  related  accidental  death. 

Worker's  Compensation  covers: 

•  payments  for  medical,  surgical,  and  hospital  treatments; 

•  payments  for  temporary,  total  and  permanent  total  disability,  based  on  a  percentage  of  the 
employee's  salary  at  the  time  of  injury,  with  minimum  and  maximum  amounts  established  by 
law,  plus  additional  compensation  to  dependents  up  to  a  maximum  established  by  law; 

•  additional  compensation  for  loss  of  hands,  feet,  eyes,  hearing,  bodily  functions, 
disfigurement,  and  other  specified  injuries; 

•  compensation  to  dependents  in  the  case  of  death. 

No  compensation  is  allowed  for  injuries  resulting  from  serious  and  willful  misconduct  on  the  part  of  the 
injured  employee.  This  regulation  does  not,  however,  bar  payment  to  the  beneficiary  if  the  employee 
dies  as  a  result  of  the  injury. 

Permanently  incapacitated  employees  who  are  eligible  for  retirement  under  Chapter  32  of  the  General 
Laws  may  elect  either  worker's  compensation  or  a  retirement  pension. 


OCA  Employee  Handbook  33  7/24/9H 


For  additional  information  on  Worker's  Compensation,  contact  your  agency's  worker's  compensation 
agent  or  the  Public  Employee  Retirement  Administration  at  (617)  727-9380. 


SeeM.G.L.  Chapter  152 


Right-to-Know  Law 

The  health  and  safety  of  its  employees  is  of  primary  concern  to  the  Commonwealth.  Employees  are 
encouraged  to  use  appropriate  safety  equipment  and  to  take  necessary  precautions  to  avoid  needless 
accidents.  Any  condition  which  is  believed  to  be  injurious  or  potentially  injurious  to  an  employee's 
health  should  be  reported  to  the  appropriate  supervisor  as  soon  as  possible. 

The  Right-to-Know  Law  provides  rights  to  employees  regarding  the  communication  of  information  on 
toxic  and  hazardous  substances.  These  rights  include  a  notice  posted  in  a  central  location  in  the 
workplace  informing  employees  of  their  rights  under  the  law.  The  law  also  provides  for  annual  training 
for  those  who  work  with  toxic  or  hazardous  substances  and  provides  the  right  to  obtain  and  examine  the 
Material  Safety  Data  Sheet  (MSDS)  for  any  toxic  or  hazardous  substance  to  which  an  employee  may 
have  been  exposed. 

For  further  information,  please  contact  the  Department  of  Labor  and  Industries  at  (617)  727-3454 


SeeM.G.L.  Chapter  11  IF 


Media  Relations  Policy 


In  order  to  ensure  that  accurate  information  is  disseminated  to  the  media  in  a 
coordinated  fashion,  the  OCA  employs  a  Press  Secretary  who  is  responsible  for  initiating  and  responding 
to  all  contacts  from  representatives  from  any  media  outlet.  It  is  the  policy  of  OCA  that  agency 
employees  who  receive  a  telephone  call  or  a  letter  from  a  reporter,  editor,  or  researcher  from  any 
newspaper,  magazine,  radio  station,  television  station,  newsletter  or  other  publication  must  refer  the 
media  person  to  OCA's  Press  Secretary.  In  addition,  agency  employees  may  not  initiate  or  respond  to  a 
request  from  a  media  representative  without  prior  authorization  from  the  OCA's  Press  Secretary,  his/her 
designee,  or  the  Director  of  OCA.  This  policy  applies  to  all  members  of  OCA. 

For  further  information,  please  contact  the  OCA  Press  Secretary  at  (617)  727-7755. 

Personnel  Files 

Most  employees  face  many  changes  in  their  personal  lives  during  their  working  years,  ranging  from  a 
change  of  name  and  address  to  a  change  in  family  composition.  These  changes  may  require  that 
adjustments  be  made  to  their  personnel  records  such  as  an  increase  or  decrease  of  insurance  coverage,  or 
a  change  in  designated  beneficiary  or  number  of  withholding  exemptions.  It  is  important  to  employees, 
their  families,  and  the  Office  of  Consumer  Affairs  and  Business  Regulation  that  staff  take  the 
responsibility  for  keeping  records  up  to  date.  Employees  should  contact  their  ASU  Payroll 
Representative  with  any  changes. 
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Sexual  Harassment 


Policy 

It  is  the  policy  of  the  Commonwealth  to  promote  and  maintain  a  working  environment  which  is 
free  of  sexual  harassment.  Therefore,  the  Commonwealth,  as  an  employer,  has  the  duty  and 
responsibility  of  eliminating  sexual  harassment  from  the  workplace.  This  duty  arises  from 
Executive  Order  200,  as  amended  by  Executive  Order  240,  from  Massachusetts  General  Laws, 
Chapter  15  IB,  Section  4,  Paragraphs  1  and  16B,  and  Title  VII  of  the  federal  Civil  Rights  Act  of 
1964,  both  of  which  include  sexual  harassment  as  a  form  of  unlawful  sex  discrimination,  as  well 
as  from  collective  bargaining  agreements  applying  within  the  Executive  Branch.  The 
Commonwealth  will  not  tolerate  or  condone  sexual  harassment  by  or  toward  its  employees. 

Conduct  constituting  prohibited  sexual  harassment  includes  unwelcome  sexual  advances, 
requests  for  sexual  favors  and  other  verbal  or  physical  behavior  when: 

•  submission  to  such  conduct  is  explicitly  or  implicitly  made  a  term  or  condition  of  an 
individual's  employment; 

•  submission  to  or  rejection  of  such  conduct  by  an  individual  is  used  as  the  basis  for 
employment  decisions  affecting  such  individuals;  or 

•  such  conduct  has  the  purpose  or  effect  of  unreasonably  interfering  with  an 
individual's  work  performance  or  of  creating  an  intimidating,  hostile,  or  offensive 
working  environment. 

Patterns  of  Sexual  Harassment 

Sexual  harassment  appears  in  a  variety  of  forms  and  is  not  limited  to  conduct  by  a  male  toward  a 
female  or  by  a  supervisor  toward  a  subordinate.  Men  as  well  as  women  may  be  victims,  and  the 
victim  need  not  be  the  opposite  sex  from  the  harasser.  A  victim  may  even  be  someone  other  than 
the  person  at  whom  the  unwelcome  act  is  directed.  Sexual  harassment  may  exist  without  the 
effect  of  concrete  economic  injury  when  such  conduct  interferes  with  the  victim's  work  or 
creates  a  harmful  or  offensive  work  environment. 

Managerial  Responsibilities 

The  Commonwealth  is  legally  responsible  for  acts  of  sexual  harassment  by  its  agents,  supervisors  and 
employees  unless  it  can  be  shown  that  immediate  and  appropriate  corrective  action  was  taken  when  such 
actions  became  known.  Additionally,  the  Commonwealth  may  be  responsible  for  acts  of  sexual 
harassment  by  non-employees  within  its  control.  Agency  heads,  managers  and  supervisory  staff  are 
responsible  for: 

•  providing  each  employee  with  a  copy  of  the  Commonwealth's  policy  on  sexual  harassment; 
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•  informing  employees  that  sexual  harassment  is  prohibited  conduct  which  is  not  to  be  tolerated 
or  condoned  and  will  result  in  disciplinary  action; 

•  developing  and  implementing  procedures  for  receiving,  investigating  and  resolving  informal 
complaints  or  reports  of  alleged  sexual  harassment  within  their  respective  offices,  and 
informing  their  employees  of  these  procedures; 

•  advising  employees  of  the  sanctions  imposed  for  engaging  in  sexual  harassment,  and  of  their 
right  to  complain  about  harassment  to  the  agency  head  or  his/her  designee; 

•  informing  employees  that  it  is  advisable  to  report,  in  a  timely  fashion,  conduct  which  they 
believe  to  be  sexual  harassment; 

•  specifically  informing  employees  of  the  requirement,  time  limits,  and  procedures  for  filing 
formal  complaints  of  sexual  harassment  or  for  filing  grievances  under  the  collective 
bargaining  agreement;  and 

•  informing  the  agency  head  or  the  agency  sexual  harassment  officer  immediately  upon  finding 
evidence  of  sexual  harassment.  The  agency  head  or  officer  will  be  responsible  for  taking 
immediate  and  appropriate  corrective  action,  including  disciplinary  actions,  with  respect  to 
employees  engaging  in  such  prohibited  behavior. 

Employee  Responsibilities 

Each  employee  of  the  Commonwealth  is  personally  responsible  for: 

•  ensuring  that  his/her  conduct  does  not  sexually  harass  any  other  employee,  applicant  for 
employment,  or  other  individual  in  the  workplace; 

•  cooperating  in  the  investigation  of  informal  reporting  or  formal  complaints  of  alleged  sexual 
harassment  by  providing  any  information  he/she  possesses  concerning  matters  being 
investigated;  and 

•  otherwise  cooperating  with  the  Commonwealth's  efforts  to  prevent  and  eliminate  sexual 
harassment  and  to  maintain  a  working  environment  free  from  such  unlawful  conduct. 

Sanctions 

Any  employee  found  to  have  engaged  in  sexual  harassment  in  violation  of  this  policy  is  subject 
to  disciplinary  actions  up  to  and  including  termination  of  employment. 

For  further  information,  contact  your  agency's  Sexual  Harassment  Officer. 
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Travel 


TRAVEL  EXPENSES  AND  MEAL  REIMBURSEMENT 

Out  of  State  Travel 

No  expenses  for  out-of-state  travel,  including  the  use  of  state-owned  cars,  shall  be  reimbursed  unless 
prior  approval  is  given  by  the  Appointing  Authority  and  Cabinet  Secretary  (M.G.L.,  Chapter  30,  §25B). 

Economy  of  Travel  Expenses 

In  every  case  the  means  of  transportation  which  is  least  expensive  to  the  Commonwealth  and  which  is  in 
the  interest  of  economy,  with  proper  consideration  to  the  circumstances,  should  be  used.  Railroads  or 
busses  are  preferred  to  transportation  by  plane,  taxi  or  privately-owned  automobile.  Commutation  and 
reduced-rate  round  trip  tickets  shall  be  used  when  possible.  The  cost  of  transportation  shall  include  fares 
less  federal  taxes.  Pullman  charges  will  not  be  reimbursable  for  distances  less  than  100  miles;  when  they 
are  used,  Pullman  check  or  voucher  shall  be  submitted.  Reference  should  be  made  to  the  detailed 
procedures  for  cost-effective  authorized  travel  as  issued  by  the  State  Purchasing  Agent. 

Travel  Between  Home  and  Work  Assignment 

•  Transportation  of  any  kind  between  an  employee's  home  and  permanently  assigned  office  (official 
headquarters)  is  not  reimbursable  (M.G.L.,  Chapter  30,  §25). 

•  If  employees  travel  from  home  to  temporary  assignments  rather  than  to  their  permanently  assigned 
offices,  transportation  expenses  shall  be  allowed  either  for  the  distance  from  their  homes  to  places  of 
temporary  assignment,  or  from  their  permanently  assigned  offices  to  places  of  temporary 
assignment,  whichever  is  nearer. 


• 


In  all  instances  in  which  the  Appointing  Authority  assigns  the  employee's  home  as  his/her  permanent 
office,  prior  approval  must  be  given  by  the  Personnel  Administrator  before  such  assignment  becomes 
valid. 

•  The  designation  of  the  permanently  assigned  office  for  purposes  of  this  rule  by  the  Appointing 
Authority  with  the  approval  of  the  Personnel  Administrator  shall  be  final  unless  the  employee  files 
an  appeal  within  10  days  in  accordance  with  Rule  1.05. 

Full  Travel  Status 

This  is  defined  as  temporary  absence  from  home  on  assignment  to  duty  for  more  than  24  hours.  The 
following  items  shall  be  reimbursable  while  on  full  travel  status: 

•  Reasonable  charges  for  hotel  rooms,  based  upon  submission  of  receipted  hotel  bill. 
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•  Reasonable  tips  other  than  those  for  meals. 

•  Telephone  and  telegraph  charges  over  25  cents,  if  itemized  and  listing  the  exchange  called  or  place 
to  which  telegram  was  sent. 

Unallowable  Travel  Expenses 

Reimbursement  shall  not  be  made  for  expenses  incurred  for  the  sole  benefit  of  the  traveler,  such  as  valet 
service,  entertainment,  laundry  service,  etc. 

Duration  of  Full  Travel  Status 

Full  travel  status,  other  than  out-of-state  travel,  for  any  employee  shall  not  exceed  a  period  of  30 
consecutive  days  unless  prior  approval  is  given  by  the  Personnel  Administrator. 

Use  of  State-owned  Automobiles 

•  State-owned  cars  shall  be  used  on  official  business  only.  They  shall  not  be  operated  outside  the 
necessary  working  hours  (working  hours  to  include  time  required  to  travel  to  and  from  place  of 
authorized  garaging). 

•  Pleasure  riding  or  use  for  private  purposes  is  absolutely  forbidden. 

•  No  operator  of  a  state-owned  motor  vehicle  shall  transport  a  passenger  or  passengers  other  than  those 
traveling  on  official  business  except  with  the  approval  of  the  Appointing  Authority. 

Liability  When  Using  State-owned  Automobiles 

Operators  are  personally  responsible  for  damage  liabilities  arising  from  accidents  occurring  during  non- 
work  related  travel  or  involving  passengers  not  traveling  on  official  business.  Any  accident  in  which  a 
state-owned  vehicle  is  involved  shall  be  reported  immediately  to  the  Secretary  of  Administration  and 
Finance.  Any  such  accident  involving  death  or  personal  injury  shall  be  reported  immediately  in  writing 
to  the  Registrar  of  Motor  Vehicles.  (M.G.L.,  Chapter  90,  §26). 

Reimbursement  of  Expenses  of  State-owned  Automobiles 

Reimbursement  shall  be  allowed  for  expenses  incurred  in  the  operation  of  state-owned  cars,  including 
charges  for  gas,  oil  and  reasonable  charges  for  minor  repairs,  public  garage  and  parking  fees,  toll  charges 
and  reasonable  charges  for  car  washing. 

Privately-owned  Automobiles  and  Mileage  Rate 

When  use  of  a  person's  private  car  is  necessary  and  has  been  authorized  by  the  Appointing  Authority, 
the  approved  mileage  rate  will  be  allowed.  This  approved  rate  covers  all  charges,  including 
garaging,  parking,  toll  charges,  etc. 

Effective  July  1,  1996,  the  mileage  rate  shall  be  $.27  per  mile.  Effective  on  July  1  of  each  following 
fiscal  year,  the  Personnel  Administrator  may  increase  the  mileage  rate  to  be  equal  to  the  highest  rate 
allowed  by  the  Secretary  of  Administration  and  Finance  for  collective  bargaining  employees  covered 
by  M.G.L.,  Chapter  150E  (M.G.L.,  Chapter  30,  §25). 

For  each  trip,  the  city  or  town  visited  must  be  reported.  If  several  addresses  are  visited  within  a  city 
or  town,  state  the  number  visited  and  total  mileage  covered. 

Mileage  reported  shall  be  based  upon  actual  odometer  readings. 


• 


• 
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•  Private  automobile  mileage  reimbursement  shall  be  payable  only  to  one  of  two  or  more  employees 
traveling  together  in  the  same  vehicle. 

Unallowable  Expenses  for  Automobiles 

•  No  reimbursement  shall  be  allowed  or  obligation  incurred  for  the  private  garaging  of  a  state-owned 
automobile  operated  by  an  employee  as  transportation  from  the  place  of  employment  to  the  vicinity 
of  residence. 

•  No  payment  shall  be  made  .or  obligation  incurred  for  the  garaging  of  any  automobile  in  private 
garages  under  any  circumstances  except  upon  prior  approval  by  the  Secretary  of  Administration  and 
Finance. 

•  No  charges  for  simonizing,  polishing,  or  repainting  will  be  allowed  unless  approved  in  advance  by 
the  State  Purchasing  Agent. 

Meal  Reimbursement 

•  The  rules  on  meal  reimbursement  (Rules  9.12  to  9.18)  apply  to  all  persons  employed  by  offices, 
departments,  boards,  commissions  and  other  agencies  receiving  state  appropriations  (see  Rule  1.04 
and  M.G.L.,  Chapter  7,  §28). 

Reimbursement  shall  be  allowed  for  meals  while  on  full  travel  status. 

Amount  of  Meal  Reimbursement 

Reimbursement  shall  be  allowed  for  actual  meal  expenses  incurred,  including  tips.  Please  see  the 
attached  sheet  for  a  complete  breakdown  of  mileage  and  meal  allowance  rates  by  bargaining  unit. 

The  rates  for  lunch  and  supper  may  be  reversed  at  the  option  of  the  person  when  entitled  to  both  meals  in 
one  day.  The  rates  above  shall  apply  only  when  meals  are  not  included  in  the  rate  charged  for  lodging  or 
otherwise  included  in  registration  or  conference  fees. 

Meal  Reimbursement  for  Certain  Unclassified  Employees 

•  Rule  9.1 3  shall  not  apply  to  any  person  whose  position  is  not  classified  under  the  provisions  of 
M.G.L.,  Chapter  30,  §45,  and  whose  salary  in  such  unclassified  position  exceeds  the  salary  rate  for 
step  6  of  job  group  XII  in  the  Management  Salary  Schedule  in  M.G.L.,  Chapter  30,  §46C. 

•  Reimbursement  for  that  person  shall  be  the  reasonable  and  necessary  meal  expenses  as  may  be 
allowed  by  the  Appointing  Authority  or  person  designated  by  statute  to  approve  expenses. 

When  Meals  May  be  Reimbursed 

For  travel  status  of  24  hours  or  more,  the  following  are  the  allowances  on  the  first  day: 

•  When  travel  status  begins  before  6:00  A.M.,  the  person  will  be  entitled  to  breakfast,  midday  and 
evening  meals. 


• 


When  travel  status  begins  between  6:00  A.M.  and  noon,  the  person  will  be  entitled  to  midday  and 
evening  meals. 
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•  When  travel  status  begins  between  noon  and  evening,  the  person  will  be  entitled  to  the  evening  meal. 
For  travel  status  of  24  hours  or  more,  the  following  are  the  allowances  on  the  final  day: 

•  When  travel  status  ends  between  6:00  A.M.,  and  noon,  the  person  will  be  entitled  to  breakfast. 

•  When  travel  status  ends  between  noon  and  6:00  P.M.,  breakfast  and  midday  meals  will  be  allowed. 

•  When  travel  status  ends  after  6:00  P.M.,  breakfast,  midday  and  evening  meals  will  be  allowed. 

Breakfast  at  beginning  and  evening  meal  at  end  of  travel  status  will  not  be  allowed  unless  the  charge  is 
accompanied  by  a  statement  of  necessity  for  early  departure  or  late  return. 

Meal  Reimbursement  for  Travel  Less  Than  24  Hours  in  Duration 

•  For  travel  of  one  day's  duration  starting  two  hours  or  more  before  compensated  time,  the  person  will 
be  entitled  to  the  breakfast  allowance.  Voucher  must  state  time  of  departure  and  time  compensation 
commenced. 


• 


For  travel  of  one  day's  duration  ending  two  hours  or  more  after  compensated  time,  the  person  will  be 
entitled  to  the  evening  meal  allowance.  Voucher  must  state  the  time  compensation  ceases  and  time 
of  arrival  home. 

In  no  event  will  the  midday  meal  be  allowed  for  travel  of  less  than  24  hours'  duration. 

Voucher  must  state  necessity  for  early  departure  or  late  return  as  well  as  a  statement  giving  the 
regularly  scheduled  work  hours. 

In  computing  travel  under  this  rule,  the  two  hour  travel  time  must  be  computed  from  the  person's 
permanently  assigned  office  or  home,  whichever  is  nearer  to  the  place  of  temporary  assignment. 


Leaving  State  Service 


Tf 


Employees  who  decide  to  leave  state  service  or  transfer  to  another  state  agency  should  submit 
a  letter  of  resignation  to  their  supervisor  and  copy  to  their  ASU  Personnel  Analyst.  Upon  receipt  of  such 
letter,  an  exit  interview  may  be  held  with  your  supervisor  and/or  ASU  Personnel  Analyst.  At  this 
interview,  important  employee  information  such  as  insurance,  retirement,  and  leave  balances  can  be 
explained  in  detail  to  the  employee  leaving  state  service.  In  addition,  state  equipment,  security 
cards/passes,  or  any  other  materials  must  be  submitted  back  to  the  agency. 

If  you  have  any  questions  about  leaving  state  service,  contact  your  ASU  Personnel  Analyst. 
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GLOSSARY  OF  TERMS 

ABC  -  Alcoholic  Beverages  Control  Commission 

Affirmative  Action  -  The  use  of  positive  and 
aggressive  measures  to  ensure  equal  opportunity,  and 
to  remedy  the  effects  of  present  and  past 
discriminatory  practices. 

Agency  Fee  -  A  sum  of  money  which  an  employee  is 
required,  as  a  condition  of  employment,  to  pay  to  a 
union  pursuant  to  a  collective  bargaining  agreement 
as  provided  by  M.G.L.  150E. 

Appointing  Authority  -  Any  person,  board,  or 
commission  with  the  power  to  appoint  or  employ 
personnel  in  a  position. 

Appointment  -  There  are  several  types: 

Emergency  -  An  appointment  made  for  a 
specified  time  (generally  30  days)  without 
requisition,  to  cover  an  unforeseen  emergency. 

Intermittent  -  An  appointment  from  an  eligible 
list  to  recurrent  employment  which  may  be 
regular  or  irregular  as  the  needs  of  the  service 
require. 

Permanent  -  An  appointment  to  a  permanent 
position. 

Provisional  -  An  appointment  authorized  on  a 
requisition  when  there  is  no  civil  service 
suitable  eligible  list. 

Temporary  -  An  appointment  made  for  the 
duration  of  a  vacancy  or  to  a  temporary  position 
from  a  certified  eligible  list. 

Arbitration  -  Final  step  of  the  negotiated  grievance 
procedure  which  is  invoked  by  the  union  (not  the 
employee)  if  the  grievance  has  not  been  resolved.  It 
involves  use  of  an  impartial  arbitrator  selected  by  the 
Employer  and  the  Union  to  render  a  binding  decision 
to  resolve  the  grievance. 

ASU  -  Administrative  Services  Unit  within  OCA 

Bargaining  Unit  -  An  appropriate  grouping  of 
employees  represented  on  an  exclusive  basis  by  a 
labor  organization.  "Appropriate"  for  this  purpose 


means  that  it  is  a  grouping  of  employees  who  share  a 
community  of  interest. 

Civil  Service  Position  -  An  office  or  position, 
appointment  to  which  is  subject  to  the  requirements 
of  the  Civil  Service  law  and  Personnel 
Administration  rules. 

Class  (Class  of  Positions)  -  All  positions  that  are 
sufficiently  similar  in  kinds  of  duties  and  levels  of 
responsibility  that:  (1)  the  same  descriptive  title  may 
be  used  to  designate  each  position;  (2)  essentially  the 
same  tests  of  merit  and  fitness  may  be  used  to  select 
employees;  and  (3)  under  like  working  conditions, 
the  same  schedule  of  compensation  may  be  applied 
with  equity.  Position  and  class  are  identical  only 
when  the  class  consists  of  a  single  position. 

Class  Specification  -  An  official  description  of  the 
characteristic  duties,  responsibilities  and  qualification 
requirements  of  a  class. 

DCPO  -  Division  of  Capital  Planning  and  Operations 

DOB  -  Division  of  Banks 

DOI  -  Division  of  Insurance 

DPGS  -  Department  of  Procurement  and  General 
Services 

DPU  -  Department  of  Public  Utilities 

Disciplinary  Action  -  An  action  taken  to  correct  the 
conduct  of  an  employee;  examples  of  such  are: 
Demotion  -  The  reduction  in  grade  or  pay  of  an 
employee  while  serving  continuously  with  the  same 
agency.  Suspension  -  The  placement  of  an 
employee,  for  disciplinary  reasons,  in  a  temporary 
status  without  duties  or  pay.  Discharge  -  The 
separation  of  an  employee  for  cause  or  because  of 
continual  unacceptable  performance. 

Duty  -  A  work  activity,  function,  or  mission 
recognized  by  management  as  being  a  principal 
responsibility  of  a  position. 

OCA  -  Office  of  Consumer  Affairs  and  Business 
Regulation 

Equal  Employment  Opportunity  -  The  removal  of 
all  barriers  to  employment  which  unfairly 
discriminate  against  certain  groups  of  individuals. 
This  applies  to  areas  of  hiring,  promotion,  demotion, 
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transfer,  recruitment,  layoff  or  termination,  rate  of 
compensation,  in-service  or  apprenticeship  programs, 
and  all  other  terms  and  conditions  of  employment. 

Flex-Time  -  A  program  that  allows  participating 
employees  to  schedule  their  work  hours  on  a  daily 
basis  within  the  guidelines  and  bandwidth  established 
by  their  department.  The  number  of  hours  worked 
per  week  remains  constant,  but  thedaily  amount  of 
hours  can  vary  with  the  employee  selected  starting 
and  departing  times. 

Full-time  Equivalent  (FTE)  -  The  number  of 
employees  who  would  be  filling  positions  by 
converting  part-time  and  intermittent  employment 
into  a  full-time  basis. 

GIC  -  Group  Insurance  Commission 

Grievance  Procedure  -  A  negotiated  procedure  by 
which  employees  may  seek  redress  of  any  matter 
subject  to  the  control  of  agency  management. 

HRD  -  Human  Resources  Division  (Formerly  DPA) 


PMIS  (Payroll/Personnel  Management 
Information  System)  -  The  Executive  department's 
personnel  and  payroll  database,  used  by  local  and 
central  service  agencies  to  manage  positions, 
personnel,  salary,  and  payroll  information. 

Position  -  A  group  of  duties  and  associated 
responsibilities  assigned  by  proper  authority  to  be 
performed  by  an  employee.  A  position  may  be  full 
or  part  time,  occupied  or  vacant,  temporary  or 
permanent.  The  number  of  employed  workers  equals 
the  number  of  filled  positions.  The  position  is  the 
basic  unit  of  organization. 

Probationary  Period  -  A  preliminary  period  of 
employment  prior  to  tenure  of  an  employee  for  the 
purpose  of  determining  her/his  fitness  for  permanent 
employment. 

Regular  Part-Time  Employee  -  A  person  who 
works  a  regularly  scheduled  work  week  of  at  least 
half  the  hours  of  a  full-time  employee  and  who 
receives  benefits  prorated  on  the  percentage  of  time 
worked. 


Managerial  Employee  -  Employees  who  are 
excluded  from  M.G.L.  Chapter  150E  because  they 
formulate  policy.  Such  persons  can  generally  be 
identified  by  their  job  group  MI  -  XII. 

MMARS  (Massachusetts  Management  Accounting 
and  Reporting  System)  -  The  statewide  payable  and 
account  information  database.  Allows  agencies  to 
maintain  their  own  accounts  and  interfaces  with  most 
of  the  major  programmatic  financial  systems. 

OER  -  Office  of  Employee  Relations 

OMIS  -  Office  of  Management  Information  Systems 

Performance  Management  System  (PMS)  -  A 

strategic  planning  and  performance  appraisal  system 
for  managers. 


SRC  -  State  Racing  Commission 

Title  -  A  descriptive  name  applied  to  a  position  or  to 
a  group  of  positions  having  similar  duties  and  the 
same  general  level  of  responsibility.  Title  and  class 
are  often  used  interchangeably. 

Union  -  An  employee  organization,  the  membership 
of  which  includes  public  employees,  for  the 
assistance  of  its  members  to  improve  their  wages, 
hours  and  conditions  of  employment. 

Union  Dues  -  A  sum  of  money  which  an  employee 
authorizes  in  writing  to  be  deducted  from  his/her 
salary  or  wages  to  be  paid  to  a  union  pursuant  to 
M.G.L.  Chapter  180,  Section  17A. 


Permanent  Employee  -  A  person  who  is  employed 
in  a  civil  service  position  (1)  following  an  original 
appointment,  subject  to  serving  of  a  probationary 
period  as  required  by  law,  but  otherwise  without 
restriction  as  to  the  duration  of  his  or  her 
employment;  or  (2)  following  a  promotional 
appointment,  without  restriction  as  to  the  duration  of 
his  or  her  employment. 
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